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DOMAIN

Data Entry
Virtual Assistance
Content Writing
Blog Post Writing
Article Publishing
Translation
Copywriting

Data Extraction

KEY SKILLS
Communication
PC Skills
Teamwork
Problem-Solving
Adaptability

Time Management
Leadership
Creativity
Customer Service
Critical Thinking
Attention to Detail
Interpersonal Skills
Business Acumen
Training & up skills

EDUCATION
BBA

Madras University
1996 - 1999

LANGUAGES
English

Tamil

Malayalam

Hindi (Basic)
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contained herein is
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belief.

Winston Bose
Chennai, TN

WORK EXPERIENCE

Jan’21 till Date

» VA Support: Providing efficient virtual administrative support, managing calendar,

scheduling appointments, organizing files, streamlining workflows, ensuring seamless
communication, task coordination with remote teams, addressing inquiries, resolving issues,
ensuring positive customer experience, utilization of effective communication to engage
with clients remotely in order to build their trust and rapport. Providing customer service by
responding to inquiries, resolving issues, and ensuring a positive experience for customers.
Assisting clients in maintaining clear and effective communication, including responding to
emails, managing social media accounts, and even drafting and proofreading documents.
Content Writing: Create engaging and informative digital content for businesses, which aim
to attract and retain customers, improve search engine rankings, and promote the brand.
Often work as part of a content marketing team and may progress to more senior roles or
specialize in areas such as copywriting or technical writing. Thorough research and a clear
understanding of the target audience are crucial for content writing in order to produce
high-quality content. Possess excellent writing skills, grammar proficiency, and creativity.
Adapt writing style to different formats and industries. Stay updated on industry trends and
be proficient in using content management systems and SEO techniques. Attention to detail,
time management, and the ability to meet deadlines. Ultimately, plays a vital role in creating
compelling content that drives business success.

Copy Writing/Data Entry: Crafting persuasive and compelling written content with the goal
of driving specific actions, such as making a purchase, signing up for a newsletter, or clicking
a link. Carefully choose words, tone, and structure to engage the reader and convey a
message that resonates with the target audience. Effective copywriting is essential for
marketing materials, advertisements, websites, and any communication that aims to
influence and persuade. It's about conveying a message that not only informs but also
inspires action. Performing data entry tasks maintaining data integrity & reliability, data
validation, cleansing procedures, attention to detail utilization while handling high volumes
of data. Performing accurate input, organizing information into digital or physical databases,
spreadsheets, or systems which is a fundamental task in many industries and plays a critical
role in maintaining data integrity and accessibility for decision-making and record keeping
purposes.

Remote Clientele Management: Effectively managing remote client relationships, ensuring
satisfaction & retention, provide tailored solutions, consistently meeting and exceeding
client expectations in a virtual environment. Process of overseeing and maintaining client
systems, networks, and devices from a remote location. Understanding the cruciality in the
modern business landscape, where organizations often have distributed teams and clients
located in various geographic locations. Remote Client Management professionals play a
pivotal role in ensuring that client systems are secure, up-to-date, and functioning smoothly.
Some of my primary functionalities include Remote Monitoring, Security Management,
Troubleshooting and support, Backup and Data Recovery, Patch Management, Performance
Optimization, Documentation and Reporting, Compliance and Policy Enforcement, Remote
Training and Education, Vendor Management, Disaster Recovery Planning, etc.,

Translation: Bridging linguistic and cultural gaps by converting written content from English
to Malayalam & Tamil (vice versa), preserving the original meaning and context, maintain
linguistics excellence, preserving context and tone in translated content, proofreading
translated texted contents, support effective cross-cultural communication through bilingual
proficiency. Often working for various industries, including literature, legal, medical, and
business, adapting content to suit the cultural nuances of the target audience. In-depth
understanding of source and target languages, cultural sensitivity, and the ability to convey
the original message effectively to a diverse audience.



